
Tips for Using Adobe Acrobat Reader
The following tips are written for Adobe Acrobat Reader version 2.1 for Windows. Acrobat Reader should run
comparably for other graphical platforms but functionality may be different. Check your software and Help file for
any differences from the Windows version of the software.

Acrobat Reader is a standard Windows application, with pull-down menus as a top row of the screen, a tool bar as
a second row, and scroll bars at the left and bottom of the screen when the file is larger than a single screen. There
are additional options along the bottom of the screen which will be discussed below.

These tips assume that you are familiar with the menus, options, and general usage of Windows applications,
including both keyboard and mouse operation. The tips only address those actions that are unique to the Acrobat
Reader. To get full information on all the Acrobat Reader options, review "Acrobat Reader Help" in the "Help"
pull-down menu.

The primary features of Acrobat Reader are searching for text, navigating through a document, and resizing the
document and/or windows to meet your needs. These are described below. Other features such as getting
information on the document, printing all or selected pages, and opening multiple documents are in the help file
and can be learned through experimentation on a document.

1. Searching for text.

You can search for text by selecting "Find" from the "Tools" pull-down menu or by clicking the "binoculars"

button  on the far right of the tool bar. A "Find" window is displayed. The default find values are to find all
occurrences of the text as either whole or partial words, as capital or lower-case, and by moving forward through
the document. The window contains boxes to alter these options. Once you have selected the options you want,
enter the text to be searched for in the "Find What" box and click the "Find" button. The search will begin from
your current position in the document. The first occurrence of the text from that position will be highlighted and
the "Find" window will disappear. Press the F3 key to fins succeeding occurrences of the text. When the last
occurrence of the text has been found, you will be asked if you want to continue your search from the top of the
document. You may loop back through the document or end the search.

Select "Find" again to alter the default values or change the text you're searching for. The more specific your entry,
the better your chances of finding the text you want.

"Find" only works in the currently open PDF file. It will not search across files.

Under certain circumstances, "Find" will not work for a document. This is related to how the file was created and
cannot be changed. Since the ability to search for text in a graphics file is a primary reason for using PDF for
documents, most documents will be searchable.

2. Navigating through a document.

Acrobat Reader has a number of tools to let you move through a document.

A. The simplest form of navigation is to move around the current page. The "hand" cursor  lets you do this.
Press the left mouse button and the hand becomes a fist, grabbing the page. With the mouse button held down you
can "drag" or "push" the page anywhere on the screen.

B. The vertical scroll bar on the right of the screen lets you move up or down by line (arrows), by half-page (click
in the scroll area), or by user-selected distances (drag the scroll button).



C. The "View" pull-down menu lets you move to defined (first, last, etc.) or selected pages.

D. The arrow keys in the tool bar let you move to first, previous, next or last page. The double

arrow  keys in the tool bar let you move back or forward through any jumps you might have made through
bookmarks or links (see below).

E. The "Page" button  at the bottom of the screen displays a page icon and the text "n of m"
showing your current page and the total pages in the document. Click on it to select a "go to" page.

F. Bookmarks are a special feature of Acrobat Reader that lets the publisher establish pointers to major sections
and subsections of a document. Generally, if a document has bookmarks, they will appear in a window on the left
side of the screen, separated by a vertical bar from the main document window. A scroll bar will display on the
right of the bookmark window when there are more bookmarks than can be displayed on one screen. If the
document covers the full screen, you can check for the presence of bookmarks by selecting "Bookmarks and Pages

" from the "View" menu or by clicking the second button  from the left on the tool bar. If the bookmark

window is empty, click on the leftmost button  on the tool bar or select "Page Only" from the "View" menu.

When you click on a bookmark, the document moves to the location in the document defined by the bookmark.
You can move directly to any section of the document which has a bookmark.

A triangle to the left of a bookmark indicates that it has secondary bookmarks. If the triangle is pointing to the
right, the secondary bookmarks are concealed. If the triangle is pointing down, the secondary bookmarks are
displayed indented under the primary bookmark. Click on the triangle to change from one state to the other. You
would display secondary bookmarks to get a greater accuracy in moving to desired text. You would conceal the
secondary bookmarks to display more primary bookmarks in the bookmark window.

G. Publishers can establish internal links within a document to let you move from indexes, tables of contents, or
internal references to the specified location in the document. In general, an internal link will appear as a box
around the selected text. The publisher can choose the width and color of the box. If the document was prepared to
be a PDF linked file, the links may appear as standard Internet colored, underlined text, as in the Acrobat Reader
Help files. The publisher may also create a link without any visual cue to mark it. Invisible links might be used in
an index when each item is a link and the boxes would clutter the page and make it hard to read. When you
position the cursor on any of these links, it will change from its default form to the standard Internet "pointing
finger" cursor. Click on the link and you will move to the referred section of the document. To return to your
original place in the document, click on the double left arrow in the tool bar.

If you are not sure whether a document has invisible links, move the cursor through potential linked text, such as
an index or a "continued on page 4"-type instruction. If the cursor changes to the "pointing finger", the text has
links. If the cursor remains in its default form you will have to use the other navigational tools to move through the
document.

3. Resizing a document.

Generally, the publisher of a PDF document defines the size at which it will display. Sometimes this is incorrect or
you will have a need to view the document in a different size. This is especially helpful in seeing details such as
with large maps. As with navigation, Acrobat Reader provides a number of different ways to resize a document.

A. The "View" pull-down menu has five pre-set sizes (Actual, Fit Page, etc.) as well as a "Zoom to…" option
which lets you select a variety of magnifications for the document.

B. The second block of buttons in the tool bar contains 4 buttons  for setting the cursor. The
default "hand" cursor is for navigation use only. (see above) The "+" and "-" magnifying glass buttons provide
zoom in and zoom out capability, respectively. (The fourth button, "abc", lets you select text which can then be cut
to the Windows clipboard for use in other documents.)



When you select the "+" button, the cursor will change to a "+." Click with the cursor in the document and the
displayed document will double in size. Each succeeding click will again double the document size, to a maximum
of 800%. You can also hold down the left mouse button and drag the cursor across the page to define a viewing
area. When you release the button, the selected area will fill the screen. If you select an area larger than the
viewing screen, the selected area will be resized to fit the screen.

When you select the "-" button, the cursor will change to a "-." Click with the cursor in the document and the
displayed document will be reduced to half its size. Each succeeding click will again halve the document's size to a
minimum of 12%. Dragging to select an area for resizing is not recommended in "-" mode. For this function it's
better to set the cursor to "+" mode.

C. The three buttons  to the left of the "binoculars" button on the left of the tool bar let you select from
predefined document settings. The rightmost button of the three will set the document to fill the screen.
Magnification will vary by screen size. The middle button will shrink the document to display the full page. The
leftmost button will set the document at 100% magnification.

D. The magnification button at the bottom of the screen always displays the current document size. When you click
on it, you can choose from a variety of pre-set magnifications and configurations. You can also select "Other…"
which lets you enter any magnification you want, for 12 - 800%.

E. When bookmarks are active, you can provide greater screen area for your document by switching to "Page Only"
mode either by clicking on the leftmost button on the tool bar or by selecting the option from the "View" pull-down
menu. There are also two ways to resize the bookmark and page windows. Position the cursor on the line
separating the windows or on the double-arrow box to the right of this line at the bottom of the screen. The cursor
will change to vertical parallel lines. Hold down the left mouse button and drag the line right or left to resize the
windows as you want them.

You might increase the bookmark window when you first load a document in order to read the full bookmark text.
Bookmark text that exceed the window size is "hidden" behind the document. You can then resize the windows for
optimum document viewing.

If you have made some effort to resize a document to meet your needs, do not use bookmarks or links for
navigation through the document. These tools come with pre-set document sizes and will override any size options
you have set.
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